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The Olivetti Lexikon is a true original, in 
the pleasing simplicity of its lines, in the 
“gentled” key action that cushions your 
fingers, in the satisfying look of letters vou 
type on it. The Olivetti Lexikon Electric 
is equally special, in the way it looks 
(handsome) and the way it works (heav- 
enly). Wouldn’t you like to try a Lexikon? 
See your local Olivetti dealer. Olivetti 
Corporation of America, 580 Fifth Ave- 
nue, New York 36, New York. 
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THE CASE OF THE 


()T DIARY by 


YOUR GIRL FRIDAY 


-.. and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here's what was 
IN that HOT diary: 
“My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well . . . even | have heard 
of Panama-Beaver ‘‘vision-engineered" products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary..." 
Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 


highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 
Now, don't wait for the Boss to write you up in his diary. Just fill in the coupon below. Do it now and you'll receive absolutely 


FREE Panama-Beaver's outstanding eraser that helps you ‘‘erase without a trace”. 


e 
— Mail Coupon Now! __.— 
(on your company letterhead) s-5 
MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. 
1 want to see di trated the lusive color 
/ / harmony features of Panama-Beaver Products and 
AC! at the same time receive my FREE Panama-Beaver 
eraser. 
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Coast to Coast Distribution pore 
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Now...changing a ribbon is so 
clean and easy you can do it 
with white gloves on! 
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Sof - touch in typing! Even the ribbon 


is easy to change on the new improved Royal Electric with Twin-Pak 


electric typewriter. No other typewriter even comes 


It’s like the difference between “‘patting’’ and “‘punch- 
close to its easy speed and convenience. Nor to its 


ing,” typing on the new Royal Electric. You give letters 


that sparkling ‘book look”’ with practically no effort. smart new lines and beauty. 

You see, it takes less than two ounces to press down Take your pick of lovely Cameo Pink, Sandstone, 
one key on the new Royal. Less than three ounces to Sea Blue, Willow Green or Pearl Gray. 
depress the carriage return key. It’s far and away the Why not plan now to turn out more typing . 
softest touch in typing! better-looking typing . . . in far less time? Call your 


And even the ribbon is easy to change with the new _|ocal Royal Representative for a free office trial. Then 
Royal Twin-Pak, the clean and easy ribbon changer. _ tip your boss off to the money-saving facts. He’s going 
Fact is, it’s 4 times easier to operate than a non- to love the new Royal Electric, too! 


® ‘ 
a GYAL electric Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 
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S. much a part of us, indeed, is 
our motto — “Better Learning” — “Better Letters” — “Better 
Living.” 

We point with pride to those two letters in our Associa- 
tion insignia—“B/L.” Much has been written about “Better 
Learning” and “Better Letters.” Let us consider the third 
part of our motto—"“Better Living.” 

The better living we are all striving for comes about, in 
many instances, as a result of the better letters written as a 
consequence of the better learning. Many of us have seen 
tangible profits in our everyday work— increased pay, in- 
creased prestige in the positions we hold, and increased 
respect because of our efforts to achieve the first two goals. 
All this is, truly, better living in a certain sense. 

But let us look at the third part of our motto from still 
another angle. Consider the friendships we have made 
through membership in The National Secretaries Associa- 
tion (International). Consider the problems and experi- 
ences we have shared with these new friends—friends who 
speak our language, the language of our secretarial profes- 
sion. Consider the knowledge we have gained by comparing 
notes and learning how others have solved many of the day 
to day problems we face in our own positions. 

Consider the pleasures we have shared with our NSA 
friends, the trips we have taken, the distant places we have 
visited through attendance at the various division meetings, 
district and regional conferences, and, finally, our annual 
Association conventions. Our membership in NSA is a 
veritable magic carpet, offering us opportunities never be- 
fore available to us to visit places we previously only read 
about or dreamed of seeing, new experiences to be enjoyed 
with congenial companions, and resulting in memories that 
cannot be erased. 

Better living? We are all enjoying it to a far greater 
degree than we realize. But remember—we must always be 
willing to do our part. At the beginning of a new NSA 
year, let us resolve to be active members, attending our 
chapter meetings regularly, with the intention of taking 
part in the proceedings, offering constructive suggestions, 
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accepting assignments willingly, not just sitting back and | 
criticizing the work of others. Let us do our part to make | OH. TO BE BACK 
our chapter's workshops, civic projects, social events, edu- | AT MY 


TYPEWRITERII 


cational programs and other activities the successes they 
can be if we all help. As we witness the initiation of new 
members into our chapter, let us renew our own pledge to 
our Association, and if the opportunity presents itself, at- | 
tend the installation of new chapters in surrounding areas, | 
and absorb the fresh new enthusiasm with which these new | 
members accept NSA. 

Let us pause in our busy, hectic lives—look around our | 
own immediate circle of NSA friends and associates, take | 
inventory of the opportunities and advantages we already | 
enjoy, and there will be no doubt in our minds that mem- 
bership in The National Secretaries Association (Inter- 

| 
| 





national) has provided the third part of our motto. 
Better Learning 
Better Letters 
BETTER LIVING 


Yes, and think of all the pleasurable mo- 
ments that she’s missing by not using the 
best in typewriter papers—SPHINX .. . 


YOUR ASSOCIATION 
BOARD OF DIRECTORS 


A PAPER FOR EVERY 
OFFICE USE! 











| SAXON PAPER CORPORATION 


240 WEST 8th STREET > NEW YORK II, N. Y 








‘Annual Convention 


Time: July 17-20 = 
Place: St. Louis, Missouri 4 4 4 


Hostess: St. Louis Chapter D c- : 
cles 
Division Meetings 
Northeastern District iy 
Pennsylvania Division eitie. 


Time: June 7-9 
Place: Hotel Sterling, Wilkes-Barre, Pa. 






Southwestern District 
New England 


Time: June 7-9 California-Arizona Regional Conference 


Place: Hotel Statler, Hartford, Conn. Time: October 12-13 
Regional Conferences Place: Statler Hotel, Los Angeles, California 
Northwestern District Ark-Kan-Mo-Okla Regional Conference 
Region I . 
: - Time: November 2-3 

Time: November 1-2-3 Place: T H K City. K 

Place: Washington Hotel, Seattle, Washington aS a ee ee ee ee 
Region III Tex-La-NM Regional Conference 

Time: October 18-19-20 Time: November 9-10 

Place: Kirkwood Hotel, Des Moines, Iowa Place: Gunter Hotel, San Antonio, Texas 
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MY RESPONSIBILITY AS A DELEGATE 


by Mrs. C. R. LARIMER, Registered Parliamentarian 


The Association 
shall hold an annual convention . . . 

“The Officers of the Association shall 
notify all members concerning the time 
and place of each annual convention at 
least three calendar months prior to the 
scheduled date. The voting power of the 
members of the Association shall be 
exercised through properly selected dele- 
gates . . . Each local chapter and the 
chapter-at-large shall have the right to 
select one delegate and one alternate. 
Each delegate shall be deemed fully 
authorized to cast the ballot of her chap- 
ter on all matters voted at the annual 
convention.” 

This, as you know, is taken from the 
bylaws of The National Secretaries As- 
sociation (International). Now, let us 
review portions of a chapter's bylaws 
dealing with representation at annual 
conventions. 

“The chapter is entitled to have one 
voting delegate at the Association con- 
vention . . . The delegate shall be fully 
authorized to cast the vote of the chap- 
ter on all matters to be voted on, and to 
bind the chapter by her vote. The presi- 
dent shall be the official delegate at the 
Association Convention, at the Annual 
Division Meeting, and at the Regional 
Conference. The chapter shall elect an 
alternate delegate to each of these meet- 
ings.” 

This, and much more, is written in 
the chapter bylaws, but for use here, 
these provisions will suffice. 

Convention time is only a few short 
weeks away, and chapters throughout 
the nation are thinking in terms of dele- 
gates to represent them at the Annual 
Convention, scheduled this year in St. 
Louis. What a privilege to be a delegate! 
Quite an honor to be chosen to repre- 
sent one’s chapter, but with this honor 
goes tremendous responsibility. What Is 
My Responsibility as a Delegate? 


National Association of Parliamentarians 


“I must take stock of my wardrobe to 
see that I have the right clothes to wear, 
and I really should have some new lug- 
gage, for I do want to appear well be- 
fore all the other delegates, for the sake 
of my chapter. My hotel reservation 
must be made, and my transportation 
afranged for; and then I shall be ready 
to go, provided, of course that my boss 
has given me permission to take the 
week off for this trip. It will be such fun 
being with all the girls, and particularly 
exciting to be going to St. Louis, for 
I've never been there. 

“Where do I go from here? Really, 
there are many things I should have 
thought of before I left the meeting that 
night I was elected delegate. When, and 
from whom should I get my credentials? 
What information did I need if I was to 
speak for my chapter? Did I understand 
them to say that I was fully authorized 
to cast the ballot of the chapter on all 
matters voted upon by the convention? 
What a responsibility!” 

Such are the thoughts that go racing 
through the minds of many when at 
first they have been elected a convention 
delegate. Of course, the right clothes are 
important, and who doesn’t love to look 
at attractively dressed women! Even nice 
luggage is important, and we do want 
our organization to be proud of us; and 
a place to stay is a must, always prefer- 
ably the headquarters hotel. Train, plane 
or bus, we must leave in plenty of time 
to arrive at the convention city by the 
registration hours, get unpacked and set 
for the big days ahead. All of this is 
necessary and important, but actually in- 
cidental to the big assignment which has 
been given to the delegate. 

Let us turn from the soliloquy, and 
direct our attention to a few suggestions 
and helpful hints for all delegates, their 
obligations and responsibilities. 

Upon arrival at the registration desk, 


their credentials are presented, their 
names recorded by a member of the 
registration committee, and an official 
badge given them. This badge entitles 
them to be seated in the area designated 
for delegates, and gives them the right 
to speak, debate—make motions, and 
vote. A delegate should never be with- 
out her badge during the business of the 
convention. After registering and receiv- 
ing the badge, the delegate is entirely 
responsible for all that she says and does, 
and must remember that she is repre- 
senting her chapter at all times. 

In order to obtain the floor at a con- 
vention, a delegate must rise, address the 
chair, await recognition, give her name, 
her chapter and the city from which she 
comes. Following recognition by the 
chair, the delegate is privileged to say 
whatever she has to say. It is to be re- 
membered that no one may speak more 
than twice to the same question, nor 
more than ten minutes at a time (except 
by permission of the assembly). In 
speaking on the convention floor, one 
should not flounder around and consume 
valuable time, but should be adequately 
prepared with motion or resolution, be- 
fore requesting the floor. Good proce- 
dure is essential to a smooth-running 
convention session; and delegates should 
not only be cooperative and prepared to 
participate, but should keep in mind that 
parliamentary procedure is “courtesy ap- 
plied to common sense.” To quote Mr. 
Robert, our authority: “If a member 
rises before the floor has been yielded, 
or is standing at the time, he cannot 
obtain the floor provided anyone else 
rises afterwards and addresses the chair. 
It is out of order to be standing when 
another has the floor, and the one guilty 
of this violation of the rules cannot 
claim he rose first, as he did not rise 
after the floor had been yielded.” 


(continued on page 31) 
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... that REMINGTON RAND® Carbon Papers are truly 
revolutionary. They just won’t smudge under normal handling. 
That means clean hands for you, clean copies for the boss. 

The Remington Rand Laboratory of Advanced Research 
developed an entirely new method of processing waxes, dyes 
and toners to give you these revolutionary carbon papers. The 
‘“‘softness” that caused dirty hands and smudged copies in old- 
fashioned carbons is engineered out of REMINGTON RAND 
carbon paper finishes. 

And one touch of the keys gives you up to fifteen crisp copies. 


See for yourself. 


) / ee re Ffand 


DIVISION OF SPERRY RAND CORPORATION 


Write for samples to Remington Rand, 1654, 315 Fourth Avenue, New York 10. 

















DOROTHEA L. CHANDLER 


Dean, Institute for 
Certifying Secretaries 








(e Board of The 


National Secretaries Association (Inter- 
national) announces that the following 
secretaries, businessmen, and professors 
have accepted three-year terms on the 
Institute: Miss Katherine Brower No- 
well, Miss Eunice E. Beimdiek, Miss 
Helen T. Musial, Dr. E. F. Scoutten, Mr. 
James J. McKeon, Professor Mildred 
Hollander Shott, Dr. Carlos K. Hayden. 
SECRETARIES 

Miss Katherine Brower Nowell, better 
known as Kitty, received her A. B. de- 
gree at Woman’s College, University of 
North Carolina. With skills added at 
Cecil's Business College in Asheville, 
she followed a short career in teaching 
with experience in the Maryland Casual- 
ty Company becoming a Disbursing Of- 
ficer in the U. S. Navy during World 
War II; she holds a commission as Lt., 
U. S. Naval Reserve, Supply Corps, and 
attends weekly drills as Muster and 
Diary Officer. Kitty is secretary to the 
president and treasurer of Southeastern 
Fire Insurance Company and assistant 
secretary of the corporation and subsidi- 
aries. As a charter member of Queen 
Charlotte Chapter, secretary of the for- 
mer North Carolina Secretaries Associa- 
tion, and president of her chapter for 
two terms, Kitty has acquired experience 
that will be valuable to the Institute. In 
1954 she passed the CPS exam and last 
summer she was one of the group chosen 
for the Vassar Institute for Women in 
Business. 

Miss Eunice E. Beimdiek graduated 
from Beaumont High School in St. 
Louis, continued her preparation at the 
Missouri Institute of Accountancy & 
Law, and more recently has taken work 
at Washington University. She has been 
active in Gir] Scout work. community 
service, and has acquired valuable ex- 
perience in various NSA jobs including 
the presidency of her chapter and the 
chairmanship of the National Rules and 
Bylaws Committee in 1951-52; she has 
attended national conventions for seven 
consecutive years and as convention co- 
ordinator for the St. Louis meeting many 
of you will have a chance to meet her. 
Eunice earned her CPS in 1951—one of 
the pioneers! To keep in trim for all her 
work she has tennis as one diversion and 


serves as an officer in O'Fallon Park 
Tennis Club. Eunice’s career reads file 
clerk to vice president ! After a year as 
a file clerk with a railroad, she accepted 
a position with Wayco Petroleum. Gen- 
eral office work guided her into book- 
keeping and financial records. Now 
Eunice is secretary to the president and 
the vice president of Wayco Petroleum 
and since 1954 she has been a vice 
president of the company. The National 
High School Honor Society should be 
proud of this young woman who was 
elected to membership in her senior year 
at Beaumont. 

Miss Helen T. Musial is another pio- 
neer CPS from the 1951 group. She 
earned her BBA degree at the University 
of Detroit summa cum laude and went 
on to an MBA at Wayne State Univer- 
sity. Her record sets an example for 
those with courage! She did a// the work 
for her bachelor’s degree in 6 years at 
night and completed her master’s (in- 
cluding her thesis) in three years of 
night classes! At General Motors she has 
worked in various secretarial capacities 
as analyst and supervisor. Now she is 
Personnel Assistant, Salaried Personnel 
Section. Her hobbies are bowling, golf, 
and coin collecting. You might add 
traveling to the list as she has toured the 
United States, visited Bermuda and Nas- 
sau, and currently is on a trip to Europe. 


BUSINESSMEN 

Mr. James J. McKeon, general sales 
manager of the SoundScriber Corpora- 
tion, has been appointed to a three year 
term after completing the unexpired 
term of Dr. Stromberg. Mr. McKeon 
graduated from Dartmouth, served in 
the U. S. Navy as Lieutenant Com- 
mander, worked on a Connecticut news- 
paper, joined General Electric’s Appli- 
ance and Merchandising Division and 
later the sales division of Vick Chemical 
Corporation before accepting his sales 
job with SoundScriber ten years ago. 

Mr. E. F. Scoutten, vice president and 
director of industrial relations for the 
Maytag Company since 1952, was for- 
merly with Houdaille-Hershey in De- 
troit. At Maytag Mr. Scoutten is respon- 
sible for conduct of union negotiations 
and contract administration as well as 


(continued on page 12) 
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Always Counts 


Discerning secretaries everywhere —whether they’re typing for 
the company president or Poseidon—want the impression they 
create to be the correct one! That’s why so many of them look 
to Columbia ribbons and carbons for that something extra that 
puts their office correspondence in a class by itself! 

Columbia Ribbon and Carbon Manufacturing Co., Inc., 


Glen Cove, New York. 


a 
RIBBONS AND CARBONS 


CLASSIC «+ SILK GAUZE + MARATHON «+ COMMANDER 
PINNACLE ° RAINBOW ° DH&D . TITAN 





(continued from page 10) 
continuation and further development of 
a well-rounded personnel program. Mr. 
Scoutten received his bachelor’s degree 
from Kent State University, his master’s 
and Ph.D. from Ohio State University. 
He taught in public schools of Ohio 
before working as training director for 
the Pennsylvania Ordnance works, Wil- 
liamsport. Later he became supervisor of 
production control for U. S. Rubber and 
finally industrial relations supervisor. 
Dr. Scoutten returned to the education 
field at the University of Rochester. He 
is married and has two children. 

BUSINESS PROFESSORS 
Associate Professor Mildred Hollander 
Shott of George Washington University 
is not a newcomer to the CPS program 
as she has administered the exams since 
1952 and has been active in the educa- 


KATHERINE B. NOWELL 






HELEN T. MUSIAL 


EUNICE E. BEIMDIEK 


tional programs for secretaries in Wash- 
ington. She is a member of the Presi- 
dential Chapter and has participated in 
workshops for NSA and government 
agency secretaries. Her department offers 
courses at the Pentagon to government 
employees; Mrs. Shott is executive of- 
ficer of her department and serves as 
faculty advisor to Mortar Board as well 
as the Junior College Advisory Commit- 
tee. Her memberships include: AAUW, 
AAUP, UBEA, Pi Lambda Theta, Phi 
Delta Gamma, Pi Kappa Sigma, and 
Who's Who in American Education. 
She has also been active in educational 
work in her church. Her chief joy is her 
son Roger, a freshman at Swarthmore, 
but she also finds time for golfing, read- 
ing, and the theater. 

Dr. Carlos K. Hayden, professor of 


New 
CPS 


Lnstitute 
Memters 


MILDRED H. SHOTT 


CARLOS K. HAYDEN 





Business Education and chairman of the 
Department of Business Education and 
Secretarial Administration at the Uni- 
versity of Houston, has had business ex- 
perience as well as teaching experience 
in high school and at Ohio State before 
going to the University of Houston. His 
memberships include Phi Kappa Phi, 
Delta Pi Epsilon, Pi Omega Pi, Phi 
Delta Kappa, NBTA, UBEA, Texas 
Business Teachers Association, Moun- 
tain-Plains Business Education Associa- 
tion. Dr. Hayden has written numerous 
articles for professional magazines as 
well as monograph 75 Major Issues In 
Business Education. He has done edito- 
rial work for the National Business Edu- 
cation Quarterly. Dr. Hayden received 
his Ph.D. from Ohio State University in 
1950; he is married and has two children. 


JAMES J. MCKEON 





E. F. SCOUTTEN 
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CHECK YOUR LETTER WRITING SKILL 


by Lois WARTMAN, CPS 


A clear, concise, grammatically 
correct letter is an asset, not only to your company but to 
yourself because it inspires in the reader a confidence so 
necessary in any business transaction. Yet it is impossible 
for any authority to specifically offer suggestions as to how 
you can write more effectively without reviewing several of 
your own letters. Thus, material concerning letter writing is 
often of necessity based on generalities. 

The purpose of all business writing is to transmit from 
one mind to another a certain thought or group of thoughts. 
Any error in the use of words or any confusing combination 
of words defeats this purpose either directly because of the 
error itself or indirectly because it makes the reader ponder 
the words more than the thought behind the words. 

Interestingly enough, through the use of surveys and 
studies over the years, it has been found that letter writing 
faults of executive personnel center around five points. 
These studies assumed, of course, that all the writers were 
reasonably well imbued with the basic rudiments of letter 
writing. So let's take these five specimens of your own let- 
ters—sentence by sentence and paragraph by paragraph— 
making a note of any errors which you might have made. 

SENTENCES—The dual error of either too many short 
sentences or long sentences can make your letter monoto- 
nous and often very confusing. True, what may be con- 
sidered a long sentence in one case might not be so in an- 
other case; but in our judging, let’s be suspicious of any 
sentence over twenty words long. And if your error is the 
other way, watch for any composition containing many 
short, choppy sentences, thereby creating a lack of continuity. 

TOO MANY PASSIVE VERBS—Sometimes we consider 
it more tactful or more objective to use passive verbs. Possi- 
bly this is because it was pounded into us at school not to 
use personal pronouns. So the practice of not using positive 
verbs has become habit forming and we find ourselves say- 
ing: “it is believed” instead of “I believe”; or “the attached 
invoices are submitted” rather than “we submit the attached 
invoices.” Let us not sacrifice clarity or force in our desire 
to eliminate personal pronouns. 

TOO MANY UNFAMILIAR WORDS—Ic is so easy in 
letter writing to use words that we would not ordinarily use 
in our daily communications. Perhaps it is done because we 
are afraid the reader will consider us rather childish for 
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using such simple words, or perhaps we want to impress 
the reader. Whatever the reason, we must transmit our 
thoughts clearly and concisely. In analyzing the various 
specimens of your writing, if you have any doubt in your 
mind as to the reader's ability to understand what you have 
said, make a checkmark and a mental note to use the sim- 
ple word. Remember also that words that are generic 
(“common” would have been just as good and possibly 
clearer ) to your particular field quite often are not familiar 
to the person outside your field. So, if you have to use an 
unfamiliar word, make sure it is the best one to convey the 
thought you wish to impart. 

UNNECESSARY WORDS—Not only is the excessive 
use of words time consuming for the reader—it may also 
be ambiguous or imply more than we intend to say. All 
too often we find ourselves repeating the same idea in dif- 
ferent words. Although in some cases repetition may be 
desirable for emphasis, it can also detract from the effective- 
ness of your letter. 

WORDS OF VAGUE MEANING—When we are writ- 
ing regarding some idea or thought, we should try to use 
words that convey the full and specific meaning. For exam- 
ple, words like “policy,” “procedures,” “practices,” and 
“conditions” can mean a variety of things to a variety of 
people and therefore carry within them seeds of misunder- 
standing. We want to leave a tangible picture for the read- 
er as to the purpose of our letter. 

Now, how many of these common errors did you make? 
Probably only one or two and, just think, in a matter of 
minutes you have analyzed your own letter writing for bet- 
ter or for worse. 

As you were reading the above, did you wonder why we 
make these common errors? When we sit down behind the 
typewriter to type a business letter, there is a tendency to 
become a different person. Why? Because in face to face 
conversation we can see whether we are getting across our 
idea, and we can use the inflection of our voice to convey 
our meaning. In letter writing such personal contact does 
not exist. Therefore, in an effort to make our meaning clear, 
too often we assume an unnatural role and become formal 
and impersonal. For this reason, it is imperative that we put 
ourselves into our letters and strive for naturalness of 
expression. 
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-.. is your personal invitation 


from the Honorable Raymond R. Tucker, Mayor of St. 
Louis. Mayor Tucker extends his invitation and welcome to 
every member of The National Secretaries Association (In- 
ternational) to enjoy St. Louis hospitality during your at- 
tendance at the Association Convention July 17-20, 1957. 

To do this, your dues must be paid and registration made 
through your chapter president by June 15, 1957. The May 
issue of The Secretary gave you the convention Agenda so 
you will know what to expect. This is YOUR Association 
—YOUR Convention—DON’T MISS IT! 

The Association Board has planned a wonderful program 
around the inspiring theme “We Can Be Better Than We 
Are.” Every minute will be brimming from the first “hello” 
when you register at the Sheraton-Jefferson Hotel, until the 
last “goodbye” when you check out. 

The “Here’s How” workshops on Wednesday, July 17, 
will bring you a message from top personnel in manage- 
ment, education, and our own fellow NSA members. You 
will find a workshop to fit your particular need. 

“It’s the Law” is a session for the legal secretary and those 
interested in that field. The medical secretary will want to 
visit “Dr’s. Orders.” Questions about parliamentary law 
will be answered at the “Madame Chairman” workshop. 
The secretary in industry will find “The Giant” informative. 
For the governmental secretary, “At Your Service” offers 
many ideas she can use. The effect of color on employees 
is an interesting story to be told at the “Color Dynamics” 
workshop. Your first afternoon will get you started being 
better than you are. 
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This I IU! 






by MILDRED JOECKEL, Editor “The St. Louis Salute” 


The Chapter-at-Large dinner and meeting Wednesday 
night is a good time to get acquainted and renew old 
acquaintances. At 8:30 p.m. the informal Open House af- 
fords an opportunity to meet your current Association of- 
ficers, officer candidates and current NSHA Board of Direc- 
tors and Director Candidates. Your hostess chapter will be 
there to welcome you. 

Most members will have arrived when the convention is 
officially opened by Miss Eunice Beimdiek, coordinator, on 
Thursday morning, July 18. The morning program presents 
the keynote speaker of the convention, Mr. Jim Low. Mr. 
Low is a staff speaker for the National Association of Manu- 
facturers and widely known for his work in promoting bet- 
ter relations in industry. 

An exciting event will take place Thursday night when 
the “Secretary of the Year” is announced. The glamour of a 
Hollywood premiere prevails as the press, with flashing 
cameras and popping bulbs, photograph the winner and 
place positions. Fifteen candidates are competing for the 
proud title of “Secretary of the Year.” Come and thrill with 
these contestants on their special night. All prizes to be 
awarded will be on display at the hotel. 

Your recess periods are a good time to visit the many 
exhibits located on the mezzanine of the hotel. Don’t for- 
get—there’ll be attendance prizes too. 

Weekend conventioneers will arrive Friday, July 19, in 
time for the introduction of officer candidates at the morn- 
ing session. The Rules and Bylaws Committee report will 
follow, as well as important announcements you won't want 


to miss. (continued on page 16) 
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OFFICE OF THE MAYOR 
Crty oF Saint Louis 
Missouri 
RAYMOND R. TUCKER 
MAYOR 


April 24, 1957 


TO THE OFFICERS AND MEMBERS OF THE 
NATIONAL SECRETARIES ASSOCIATION; 





It is indeed a pleasure to take this means of extending a 
cordial welcome to each of the members of your great organization 
who will assemble here in Saint Louis for your twelfth annual 
convention July 17 through July 20, 1957. 


We are deeply honored that you have chosen Saint Louis as 
host city for this important gathering and it is our fervent hope 
that you will find your deliberations here both pleasant and 
rewarding. 


While you are in Saint Louis let me urge that you take full 
advantage of the civic and cultural facilities provided for your 
convenience and entertainment. 


These attractions include our outstanding Art Museum, our 
world-famed Zoological Gardens, the Jefferson Memorial with its 
colorful collection of Lindbergh Trophies and historic objects, 
the Municipal Opera under the stars, the Henry Shaw Botanical 
Garden, the Jewel Box with its magnificent floral ee the 
Soldiers Memorial, the picturesque Old Court House and Old Cathedral. 


We are confident that you will fondly remember these and 
other civic attractions that have made Saint Louis one of America's 
leading convention cities and we sincerely hope the hospitality you 
enjoy here will make you determined to come back to this Heartland 
of America soon and often. You are always welcome. 


Cordiall urs, 


Mayor 


The Honorable Raymond R. Tucker, 
Mayor of St. Louis 
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(continued from page 14) 


At 6:30 p.m. the invitational dinner takes place for Certi- 
fied Professional Secretaries. The balance of the evening is 
free for the general membership. This is the night you at- 
tend the St. Louis Municipal Opera in Forest Park to see the 
musical production of “Irene”’—have you written for your 
ticket? Some may prefer a trip on the Admiral, the floating 
night-club on the Mississippi . . . or visit the Show Boat on 
the levee for an old time mellerdrammer. 

Saturday morning features another interesting occasion 
when the Association Board of Directors will conduct their 
panel “So Much a Part of You.” In the afternoon, Miss 
Dorothea Chandler, dean of the Institute for Certifying Sec- 
retaries, will make her report. The second important speaker 
of the convention to be presented at 2 p.m. is Mr. Howard 
Whidden, foreign editor of Business Week. 

The announcements of the 1959 convention site, 1957-58 
Association officers and NSHA Director bring us closer to 
the convention's end. Then—the CLIMAX—the Installation 
Banquet at 7:30 p.m. in the Gold Room of the Sheraton- 
Jefferson Hotel. This is the night when you'll wear that 
special dress. The evening will feature the introduction of 
special guests, officers and directors, and the Association 
Awards Presentation. The most impressive moment of the 
convention arrives with the installation of the 1957-58 As- 


sociation officers. 
Reluctantly we realize that the convention has ended 
when Eunice Beimdiek conducts the official adjournment. 
Another convention will have taken place and new of- 
ficers will step forth to lead the members of The National 
Secretaries Association (International) in fulfilling the 
1957 theme “We Can Be Better Than We Are.” 
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Keynoter 

Jim Low, staff speaker for the National As- 
sociation of Manufacturers, is widely known 
for his work in promoting better relations 
in industry. Before joining NAM, Mr. Low 
was 4 management consultant. Early in his 
business career he became interested in the 
problems of industrial management and 
took an active part in various industrial 
relations associations. 


World Affairs Speaker 

Howard W hidden, senior editor and foreign 
editor of Business Week, has traveled ex- 
tensively in Europe and South America. On 
the basis of almost yearly trips to Europe 
from 1947 to 1957 and a trip to Russia, he 
has written Business Week Special Reports 
on “The Marshall Plan,” “Socialist Britain,” 
“The Dollar Gap Problem,” and “Commu- 
nist Russta’s Economy.” 
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The 
New York Stock Exchange 


A ies gh the New 


York Stock Exchange celebrated its 
165th birthday on May 17, 1957, it is 
still a mysterious, legend-ridden institu- 
tion to countless people. 

But there is no mystery at all about 
either the Exchange or its operations. 
As a matter of fact, some 300,000 visi- 
tors tour the Stock Exchange annually, 
and a new enlarged exhibit hall and 
motion picture theater were completed 
last week to accommodate even larger 
numbers of guests. 

In physical terms, the Exchange is a 
vast trading floor in a building at the 
corner of Broad and Wall streets in 
downtown Manhattan. On this trading 
floor—the nation’s largest organized se- 
curities market—hundreds of member 
brokers daily buy and sell stocks and 
bonds for thousands of people every- 
where. 

And yet the Exchange is far more 
than a trading floor, because it is the 
one central facility where people buy 
and sell ownerships of those great cor- 
porations which have given America 
much of its vigor and growth. 

A share of stock, after all, is simply 
a share of a business. 
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In other words, the man who owns 
shares in, say, United States Steel or 
Douglas Aircraft has an ownership in- 
terest in that company. Let’s assume 
you own stock in a chemical company 
listed on the New York Stock Exchange 
—perhaps 25 shares out of the five mil- 
lion the company has issued. Auto- 
matically you own that fractional share 
in the company’s plants, its laboratories, 
its raw materials, its inventories, its good 
will, its sales organization, its patents 
and—perhaps most important of all— 
its management. Quite plainly, you own 
an interest in everything the corporation 
now has. 

In providing the market place where 
shares in these companies are bought 
and sold, the Stock Exchange operates 
somewhat uniquely. Unlike the conven- 
tional auction where only buyers com- 
pete and there is a single seller, the 
Exchange is a two-way auction market. 
Buyers compete with one another to 
purchase at the lowest possible price the 
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shares they want to own, while, at the 
same time, sellers compete with one 
another to get the highest possible price 
for the shares they want to sell. A trans- 
action is completed when the buyer 
bidding the highest price and the seller 
willing to take the lowest price agree 
on a figure. 

When an investor in Syracuse, New 
York—or anywhere else—uses the fa- 
cilities of the Exchange to buy securities, 
he buys them from another person. 
When he sells, he sells to another per- 
son. In other words, the Stock Exchange 
neither buys nor sells stocks. It simply 
provides the market place where, under 
close supervision, members acting as the 
agents for investors do all the buying 
and selling. 

The New York Stock Exchange has 
1,366 members. If a member is a partner 
or an officer in one brokerage firm, that 
particular firm, by virtue of his Exchange 
membership becomes a member firm. 


(continued on next page) 





Upwards of half the members are 
partners or officers in firms doing busi- 
ness with the public—the so-called com- 
mission houses. Such members execute 
customers’ orders to buy or sell on the 
Exchange and their firms receive com- 
missions on the transactions. A number 
of firms have more than one member. 

Almost one-fourth of the members 
are specialists, which means that these 
men specialize in “making a market” 
for one or. more stocks—that is, they 
seek to minimize wide price fluctuation. 
In pursuit of this goal, the specialist 
must often risk his own capital by buy- 
ing stock when public demand has 
temporarily dwindled. Similarly, he may 
sell from his own inventory in the event 
of a sudden surge of public demand. 
The Exchange outlines strict and spe- 
cific regulations governing the function 
of specialists, who must also face search- 
ing requirements involving their experi- 
ence and financial reserves. 

Some of the Exchange members are 
odd lot dealers who serve the investor 
who buys or sells a few shares at a time 
instead of a conventional 100-share unit. 
The odd lot member acts as a dealer in- 
stead of a broker, and does not ever deal 
directly with the public. 

The price of an Exchange member- 
ship is determined by the old law of 
supply and demand. Last year, for ex- 
ample, prices ranged from a low of 
$75,000 to a high of $113,000. In addi- 
tion, the initiation fee amounts to 
$4,000 and members pay annual dues of 
$750. 

Complete control over admissions of 
new members always rests with the 
Board of Governors, elected by the full 
membership, and the Board establishes 
rules and regulations which govern the 
conduct of members and allied members. 

At the same time, the President of 
the Stock Exchange and his administra- 
tive staff implement the policies pre- 
scribed by the Board. The Exchange has 
some 1,200 employees, including 400 
who work on the trading floor. 

Almost every city and major town 
in America is linked to the Exchange 
and its trading floor through a member 
firm office or a local bank. More than 
500,000 miles of telegraph and tele- 
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phone wires connect the floor with over 
2,000 members’ offices which are, in 
turn, linked with almost 3,000 non- 
member correspondents scattered in 
many areas. At the moment member 
firms maintain offices in 550 cities in 
48 states, the District of Columbia, 
Hawaii, Puerto Rico, Canada, Cuba, 
England, Holland, Switzerland and 
Venezuela. 

What sort of companies have their 
shares listed on the Stock Exchange? 
What sort of companies have built 
America? In many cases the answers are 
identical. Among a host of other things, 
these 1,100 or so listed companies pro- 
duce over 90 per cent of our motor ve- 
hicles, three-quarters of all electric pow- 
er, seven-eighths of our finished steel 
and handle 95 per cent of the nation’s 
rail traffic and air passenger travel. 

Size alone is not enough to qualify a 
company for listing on the Stock Ex- 
change. To be acceptable, the company 
must be a going concern with substan- 
tial assets and a demonstrated earning 
power of at least a million dollars in 
the preceding year. Further, there must 
be at least 1,500 stockholders who to- 
gether own at least 300,000 shares. 

Most corporations listed today agree 
to publish earnings statements quarterly. 
Copies of the annual report, along with 
financial statements certified by inde- 
pendent accountants, go out to stock- 
holders at least 15 days before the an- 
nual stockholders’ meetings and not 
later than three months after the close 
of its fiscal year. 

In the past few years more and more 
investors have been buying their own 
shares of American business, so that now 
there are some 8,630,000 shareowners in 
publicly-held companies. 

Early in 1954 a new era in the history 
of personal investment began when the 
Monthly Investment Plan was first put 
into action by members and member 
firms of the Exchange. Shaped especially 
to meet the investment needs of people 
interested in investing out of their regu- 
lar income, the new Plan enables them 
to channel their earnings into securities 
without first accumulating a fund of 
capital. Under the Monthly Investment 
Plan stocks are bought on a pay-as-you- 





go basis with payments as small as $40 
a month or a quarter. On its third anni- 
versary not long ago the Monthly Invest- 
ment Plan had grown into a $51,700,000 
youngster, and new Plans are being 
started at the rate of 180 per day. 

As shareownership continues to grow 
in America the role of capitalism as a 
living philosophy within our democratic 
form of government becomes all the 
more obvious. Both democracy and cap- 
italism have survived large and small 
wars, booms and panics, periods of opti- 
mism and pessimism and are, after all, 
the real hope of the free world today. 


BRIEFS 

First visitors? According to early his- 
tories, the first visitors who ever watched 
brokers buy and sell securities on the 
New York Stock Exchange arrived only 
moments after the Stock Exchange was 
organized in May of 1792. Since that 
time the volume of visitors has enlarged 
almost as much as the Exchange. 

* * * 

When 12-year-old Billy Wise of Chat- 
ham, New Jersey, received a 35-cent 
stock dividend not long ago, it illumin- 
ated an intriguing sign of the times. 
Teen-age capitalism is on the rise in the 
thirteen states which recently passed 
laws simplifying stock gifts for minors, 
and other states are expected to follow 
along. 

* * * 

The seven attractive young Gallery 
Guides who show visitors through the 
New York Stock Exchange formerly 
worked in such miscellaneous fields as 
comparison shopping, dress designing, 
professional dancing, the WACs, a den- 
tal assistant and, of course, a housewife. 
Among them, the girls are able to con- 
verse with visitors in seven different 
languages, including Japanese. 

* * oo 

Until the Monthly Investment Plan 
was first introduced to the public three 
years ago, the New York Stock Exchange 
couldn’t be certain that a pay-as-you-go 
securities program had any popular na- 
tional appeal. But proof that countless 
Americans are anxious to invest at least 
$40 a month or a quarter out of income 
can now be seen in MIP’s $50,000,000 
growth. 
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To illuminate the shape of tomorrow, 
industrial displays in the Stock Ex- 
change’s new Exhibit Hall include model 
rocket ships, an underseas farm and a 
picture-transmitting telephone. These 
and countless other innovations will 
come about through the investments of 
millions of Americans who want to own 
a share of the future. 

* * * 

Why did thirteen women from Kan- 
sas City pile in automobiles last month 
and drive to Wichita, Kansas for a tour 
of the Beech Aircraft Company? Be- 
cause as members of the Plaza Invest- 
ment Club they are part-owners of 
Beech. Like an estimated 13,000 invest- 


ment clubs scattered all over America, 
the women pool their savings every 
month—$10 apiece—and buy shares of 
American business on a group basis. 

* * * 

The typical visitor at the New York 
Stock Exchange these days is a friendly, 
folksy, small-town midwesterner of 48, 
dressed in a light brown suit, a dark 
brown hat and a tasteful red necktie. 
And as this typical guest says on de- 
parting: “Now I know what makes 
America tick.” 

* * * 

Knock on any door and you are likely 
to be greeted by a part-owner of Ameri- 
can industry. Almost nine million peo- 


ple own shares in publicly-held compa- 
nies and they come from every section 
of the country, every occupation and 
every walk of life. What's more, for the 
first time female shareowners outnumber 
the men. 

* * * 

In recent years the New York Stock 
Exchange—with its view of the world’s 
largest securities trading floor and the 
celebrated “Big Board” — has become 
one of the most popular tourist attrac- 
tions in the metropolitan area. Of ali 
the sights in New York only the United 
Nations and the Statue of Liberty have 
a larger volume of visitors during the 
hours the Exhange is open. 


THEY’RE TRADING SHARES OF CAPITALISM — Big as a football field, five stories high, the bustling floor 
of the New York Stock Exchange is the nation’s market place. Here member brokers buy and sell shares of 
America’s great businesses for investors all over the country. 
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by SHIRLEY BARLOW, CPS 


T. open with something pleas- 


ant was the desire of Mr. Harry Overstreet when he and his 
wife, Bonaro, addressed a dinner meeting of Capital Chap- 
ter, Washington, D. C. And what could be more pleasant 
to the ears of the secretaries who attended than the phrase: 
“Secretaries are the miracles that this age hath wrought to 
keep the affairs of life straightened out.” The Overstreets 
welcomed the opportunity to talk to secretaries because we 
are constantly in the midst of psychological situations; con- 
stantly with people, having to appraise them and, yes, hav- 
ing to put some people in their place. 

According to the Overstreets, the human being is at his 
best phychologically when he is in fine relationships with 
the world and at his worst when he is out of relationship 
with his human world. The insane person is so because he 
has fallen out of relation with people around him. Health in 
our lives lies in the extent to which we can have sound 
relations with other human beings. There are nonentities, 
nuisances and menaces; then there is the person who is a joy 
to have around. 

Think of someone who is a joy to have around—who 
makes life what life ought to be and you have a person 
among people. That person is important in the sense of 
psychological importance which consists of the power that 
a person has to be a creative factor in that part of reality 
that is his environment. 

Mental health is best described, not in terms of what a 
person does, but in terms of what other people feel free to 
do because he is there. The inter-relationships of our human 
selves are so intermeshing in their influence that we need 
to begin to think of ourselves not just as skin-enclosed 
units that go in and out of situations but as units of psychic 
influence. We are units of psychic uniqueness, engaged 
from birth to death in building relationships with our en- 
vironment. 
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BEING A PERSON 
among PEOPLE 


Why is it that there are people with whom everything we 
say sounds stupid; with whom we feel that anything we 
might say would be a “dud”? Because what we are saying 
has gone into a psychic atmosphere which has no mental 
hospitality. On the other hand, we may know someone with 
whom we are always surprised at how interesting that per- 
son seems to feel we are. There is a responsiveness that lifts 
spoken words up to a different level. That person has 
reached in like a magnet and pulled out the most natural, 
authentic part of us. 

We must look at ourselves as units of influence so that 
each of us is carrying a psychic atmosphere when moving 
into the presence of other people. William James, in mak- 
ing the test of a really cultivated human being, asked: 
“Have you air and space in your soul or when other people 
come into your presence are you so airless and spaceless 
that they suffocate in your presence?” 

A human being must have certain traits to possess a 
healthy and sound personality. First, we should ask our- 
selves, “Do I normally move toward life or away from life?” 
If we move toward life, we are interested more often than 
we are bored; in moving away we become indifferent, apa- 
thetic, negative. The personality that moves toward life 
likes people and thinks that even those he dislikes have a 
right to exist. We have, as human beings, two sets of capaci- 
ty for living—survival capacities and fight-flight patterns. 
Where the fight-flight pattern becomes dominant, one’s life 
is sterile. The more important parts of life are the experi- 
ences made possible by survival. Loving, learning, and cre- 
ating sides of life involve us in the experience of including 
that which lies beyond ourselves; going out of the limited 
ego and lending attention, interest, and appreciation to that 
which lies beyond the self. 

Second—"Is life a two-way process, give and take?” Con- 
versation is a good way to test whether or not we are in a 
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healthy state in this matter of give and take. Many people 
never listen even when they are not making noise. Conver- 
sation in the psychological sense is the mutuality of people, 
each one of whom is moving out of his own area of condi- 
tioning and borrowing a look at life from some other angle. 

Third—"Do I have some adequate skill or am I clumsy in 
everything?” To test whether we have skill which matches 
our responsibility, draw a circle to indicate what people have 
a right to expect. If our actual skill is smaller than the cir- 
cle, the area in between becomes the margin of fear and 
hostility. This situation means that day after day there is a 
margin of the work life where a person may be caught off 
guard, be on the receiving end of irritation or surprise in 
any occupation and this builds up an attitude of self-defen- 
siveness. 

Fourth—"Do I have the experience of enjoying creative 
privacy?” Can we stand being by ourselves or when we are 
alone do we have nothing to draw on? A great many people 
feel that the world today does not allow any time for priva- 
cy but actually it can be had in a split second if we have 
within ourselves the resources with which to make space 
around ourselves. The paradox is that the person who has no 
capacity for creative privacy goes through life as an emo- 
tional dependent, possessive of other people. To be at our 
best with people we have to have a margin of spiritual 
independence that comes from not boring ourselves, from 
not being afraid of our own minds. 

The fifth quality all human beings need is the ability to 
take unwanted experiences in stride. The sound person does 
feel deeply because he is deeply involved in the experience 
of living. However, the sound person does not so greatly 
exaggerate the difference between himself and other human 
beings that he feels he should be exempt. The person who 
is safe to have around in the human sense is the one who 
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Bonaro Wilkinson Overstreet and Harry Allen 
Overstreet are philosophers, psychologists, and 
authors, who individually and as co-workers have 
written and lectured in the field of human rela- 
tions. Through their lectures, adult classes, syndi- 
cated newspaper column, articles, and books they 
have exerted a profound influence wherever peo- 
ple have sought to gain a better understanding of 
themselves and of those with whom they live and 
work. The Overstreets have developed a peculiarly 
effective form of team-lecture. With spontaneous 
give and take, but with soundly organized ma- 
terial, they bring to bear upon their subjects both 
their individual and their shared expertness. 


can absorb his portion of those griefs and hurts and sorrows 
that are the price we pay for being a sensitive species. If 
we did not have the power to suffer, we would not have the 
power to appreciate keenly. 

We have had five traits significant in the lives of people. 
Finally, there is the deepest one—the sense of possibility. 
One of the most magnificant phrases is “let there be. . .” 
The most essential characteristic of man is the power to see 
a possibility in a situation and bring out of it something 
better. The person who has no sense of possibilities is al- 
most certain to be over-demanding, over-critical of others. 
The healthy person looks at inadequate situations, not ex- 
pecting to find any way of making them perfect, not expect- 
ing to hit upon an ideal plan, but to see if something can 
be done and acts in the faith that if he does something that 
in some way makes the situation better, what he learns will 
open up a possibility. We use the phrases, “possibility vi- 
sion” and “possibility blindness’—some people see situa- 
tions as fixed; others see them as having some little thing 
that it might be possible to work on. In practical terms there 
are certain characteristics which increase the likelihood that 
situations in which we are an influence will be ones in 
which other people have a reasonable chance to be their 
best selves. 

If we move toward life in affection, understanding, and 
creativeness; if we have qualities of give and take; enough 
skill to hold our end of the load; enough power of creative 
privacy not to be dependent; enough power to. assimilate 
unwanted experiences, not moving through life in a state 
of self-pity and constant bemoanment; and if we have 
enough of the sense of possibilities that we are aware things 
are going badly and it is time to do a little better—we will 
be little “miracles” not only safe but a real joy to have 


around. 
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MODERN OFFICE METHODS 





New Use for Du Pont "Mylar' Film 
Aids Business Efficiency 

A new, improved sheet protector—the widely used plastic 
film protective covering for presentations, displays, reports, 
albums, and other papers and documents—that is much 
thinner, lighter and stronger than comparable transparent 
film, is now available at leading stationery and department 
stores throughout the country. 

Called MY-11, it is made of Mylar, Du Pont’s new mira- 
cle polyester film, and currently comes in 8/2 x 11 sheets to 
fit a standard three-ring or multiple-ring binder. It is manu- 
factured by the Joshua Meier Company, 601 West 26th 
Street, New York City, the company that is credited with 
pioneering visible protective devices 25 years ago. 

The new protector is ideal for all business and profession- 
al enterprises for convenient and long-lasting preservation 
of promotional material, papers and photos against dirt, 
handling and the ravages of time. 

It is so strong it will withstand a pull of 60 pounds with- 
out tearing at the holes, and will last virtually forever. It is 





A circus strong man demonstrates the amazing strength of the new 
Du Pont Mylar film sheet protector just introduced by the Joshua 
Meier Company, Inc. An impartial testing laboratory determined 
that the strong visible protective device will withstand a pull of 60 
pounds without tearing at the holes. 
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so thin that 55 sheets will fit a one-inch binder, twice as 
many as other protectors. And, with far greater scratch 
resistance than other film, it will retain its clear transparency 
almost indefinitely. 

All users of sheet protectors will value the MY-11 for its 
remarkable durability and extra file capacity without addi- 
tional space requirements. 

Execu-Tape, Columbia's "Finest Ever" 

Execu-Tape, the brand-new development for all popular 
makes of carbon using typewriters, delivers not only the 
finest “write” ever produced by a Columbia Ribbon & Car- 
bon Mfg. Company ribbon, but it is also the most versatile 
original-making ribbon ever marketed by Columbia. 

In addition to a carbon coating which insures a greater 
degree of uniformity, with printing quality, Execu-Tape 
produces typing that is smudge-free . . . thanks to a patented 
process which actually forms a protective coating over the 
typed characters. 

Tests at Columbia's laboratory point up Execu-Tape’s 
remarkable versatility in the preparation of originals. Execu- 
Tape is equally at home with offset direct image paper 
plates, masters for xero-graphic processing, whiteprint, 
Diazo and Thermo-Fax copying and photographic repro- 
duction. 

Clean handling because of a new manufacturing tech- 
nique, Execu-Tape gives the secretary another bonus, too: 
the clear, pink-tinted plastic container becomes a welcome 
receptacle for the thousand and one items secretaries love 
to collect. 

Execu-Tape is available in five colors: black, green, blue, 
red and brown for all carbon paper ribbon using type- 
writers. Inquiries concerning Execu-Tape may be directed 
to Columbia Ribbon & Carbon Mfg. Co., Inc., Dept. 5R, 
Herbhill Road, Glen Cove, New York. 

Novel and Practical Do-It-Yourself 
Office Furniture Floor Plan Kit 

Peerless Steel Equipment Company recently announced 
availability of free office furniture do-it-yourself kits. A 
useful planning tool for all businesses planning a new office 
installation, or faced with problem of reducing floor space, 
or improving office worker efficiency. 

Easy to use: All you need is a pair of scissors and a Peer- 
less “modulette” Catalog No. 121. From the catalog select 
those Peerless Modular Units best suited to your require- 
ments. Then, cut-out the equivalent units from the printed 
outline sheets included with the kit. Place the units in posi- 
tion on floor plan printed scale provided. Scale is +g-inch 
to 1-foot. 
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Make a few changes, here and there, and you result in 
floor space conservation and worker efficiency; the result of 
modern modular office furniture serving its function in 
today’s streamlined systems. 

Peerless Steel Equipment Company reports that kits are 
available free from Peerless Dealers; or write direct. 


New Royal "FP" Typewriter Introduces New 

Quick-Change Ribbon and Dramatic Two-Color Styling 

Gone for good is the secretary's number-one hate—the 
dirty and lengthy job of changing typewriter ribbons. 

A new office typewriter just unveiled by Royal McBee 
has a revolutionary clean-and-quick-change ribbon develop- 
ment so foolproof that a typist can change her typewriter 
ribbon while wearing white gloves. 

Royal’s exclusive Twin Pak quick-change ribbon, plus a 
modification of the typewriter’s ribbon-carrying mechanism, 
make possible a clean ribbon change in a matter of less than 
10 seconds. The twin plastic cartridges of the Twin Pak 
are held in either hand; the ribbon is laid in place in the 
ribbon carrier; each plastic cartridge is simply dropped into 
place—and the job is immaculately done in a few seconds 
with fingers never touching the inked ribbon, only the 
plastic containers. 

The new “FP” standard model also brings a new two- 
color concept to office typewriters, as well as a 30% increase 
in quietness of operation, and a “finger-balanced” keyboard 
which encourages speedier, smoother typing. 

Two years of research and experiment, and over half a 
million dollars spent in re-tooling have culminated in the 
Royal FP, “the finest standard typewriter ever engineered,” 
according to company officials. 

The FP is as modern as tomorrow in appearance, with 
low sweeping contours and Deep Dimension keys that are 
unique on a standard typewriter. The FP introduces a new 
two-color concept to office typewriters. With gray as the 
color for base and sides of all machines, five color choices of 
center panel—or “hat”—are available. 


THE SECRETARY—June 1957 


"The Art of Sitting" 

The “art of sitting” has been an art form since the begin- 
ning of time. Back in the day of King Arthur’s Court and 
Roundtable his councilmen were seated on sturdy and 
strong chairs as they discussed men’s business. 

Today, in American business, some roundtables still exist, 
but many have been replaced with the modern conference 
table and still many more have been replaced with modern 
steel desks—but still dealing with business of the day. 

Behind the tables and desks there are chairs, but those 
that exist today little resemble the chair of King Arthur's 
Court, as the modern office chair has been designed for com- 
fort as well as sturdiness. The businessmen of today will be 
interested in Remington Rand’s new booklet describing the 
various features of their Posture Chairs. Entitled, “Gentle- 
men Be Seated,” the lightly-treated, illustrated booklet points 
out how American businessmen and women “can be seated” 
in both aluminum and steel models. 

There is a Posture Chair for every business need. Copies 
of “Gentlemen Be Seated” may be obtained from any Rem- 
ington Rand sales office or by writing to Remington Rand 
Division of Sperry Rand Corporation, 315 Fourth Avenue, 
New York 10, and asking for FF-206. 














Milestones in Medicine 


by Marguerite Clark 








The great germ-killer, peni- 
cillin, was found by chance when 
a spore of the mold, penicillium, 
fell on Alexander Fleming's lab- 
oratory dish. But not all of the 
modern antibiotics were discov- 
ered by accident. 

















The most powerful weapon 
against tuberculosis and many 
other diseases is Streptomycin. 
It was isolated by a Rutger’s 
bacteriologist, Dr. Selman A. 
Waksman, after five years of 
steady digging in the soil. 


Chloromycetin was found 
when Dr. Paul R. Burkholder 
of Yale University turned up 
o sample of soil from a field 
in Venezuela. From it came 
the first antibiotic to treat 
typhoid fever successfully. 


Aureomycin, a bright yellow an- 
tibiotic developed by Dr. B. M. 
Duggar of Lederle Laboratories, 
also came from streptomycetes. So 
powerful is this mold extract that 
it has spread its killing power into 
the virus field. 
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NEWS FROM THE FIVE CORNERS OF THE NSA 


NEWS...NEWS...NEWS...NEWS...NEWS 





Z. G. MCCANCE, CPS 
404 Hume Mansur Bldg. 
Indianapolis 4, Indiana 


GREAT LAKES DISTRICT 


A series of five monthly evening 
workshops for secretaries was sponsored 
by Belles Lettres Chapter (Elkhart, Ind.) 
at Elkhart University. Two were on 
grammar and punctuation with Mrs. 
Ada Sickeis, high school English teacher, 
instructing. Jack Demas, accountant, 
traced American taxation from the first 
colonial “tariff on imports” to present 
day taxes. The fourth and fifth meetings 
were panel discussions on office etiquette 
and efficiency in handling office materi- 
als. Bosses and their wives joined chap- 
ter members at a luncheon in observance 
of Secretaries Day, at which the chap- 
ter’s scholarship award was presented. 

Members of Kalamazoo Chapter 
(Mich.) spoke at service organization 
meetings, including Rotary and Optimist 
Clubs, during SW. Senior high school 
students interested in secretarial work 
and prospective NSA members were 
guests at a reception on Secretaries Day. 
Brochures entitled “Your First Job” and 
“Your Life Work,” prepared by the 
Kiwanis Club, were given to the guests. 

Cascade Chapter (Elyria, Ohio) held 
its second Boss Night dinner in March. 
A group of members gave an interpreta- 
tion as to what's behind the “Green 
Door.” Marjorie Cron, Division presi- 
dent, spoke on “This Is Your Secretary.” 
Guest speaker Dexter S. Kimball, Jr. 
discussed the advancement of travel. 

“Professional Secretarial Characteris- 
tics” was Dr. Mary Virginia Moore's 
subject at the Pontioak Chapter (Pon- 
tiac, Mich.) workshop. Dr. Moore, NSA 
education consulatnt and assistant pro- 
fessor at Michigan State University, gave 
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a baker’s dozen qualifications every good 
secretary should possess. Dr. William 
Savage, Wayne State University, spoke 
on “What's Your Business Writing I. 
Q.?” He explained the seven C’s of let- 
ter writing and conducted a business 
letter writing quiz. An “Ask the Experts” 
panel was made up of qualified business 
and professional men and women. 

Yo-Mah-O Chapter (Youngstown, 
Ohio) introduced an innovation during 
SW and held its workshop in the eve- 
ning following dinner. The time change 
stimulated interest and increased at- 
tendance. 

Badger Chapter (La Crosse, Wisc.) 
and the La Crosse Toastmistress Club 
celebrated jointly the tenth and ninth 
anniversaries respectively. Highlights of 
Badger Chapter were reviewed briefly. 
“Bread, Potatoes, Sugar — Fiends or 
Friends” was the topic presented by a 
member of the Toastmistress Club. Guest 
speaker Richard F. Schiewetz of The 
Trane Company, a world traveler, spoke 
on the Near East. Mrs. Eileen Kramer 
was honored for ten years and Lorena 
Carr for eight years of perfect chapter 
attendance. 

The London Centennial Chapter 
(Ont.) presented a second Secretarial 
Seminar “To Open More Doors,” at- 
tended by 274 secretaries from Western 
Ontario. In presenting “Techniques and 
Principles for Developing Skilled Learn- 
ings,” Dr. Lyle Maxwell, Michigan State 
University, stated supervisors must have 
five basic skills—knowledge of work and 
responsibility, skill in instruction, im- 
proving methods, and in working with 
people. “This Is Your Life” by Rev- 
erend H. S. Rodney, Knox Presbyterian 
Church, St. Thomas, emphasized the hu- 
man traits to be mastered by secretaries 
to live life at its highest level. Dorothea 
Chandler, dean of CPS Institute, stressed 
the importance of reading, better plan- 
ning, and good health. A panel of 
London businessmen advised secretaries 
to learn to assess the situation. 


Zanesville Chapter (Ohio) first 
scholarship award winner has enrolled 
in Meredith Business College. Members 
invited high school students to spend a 
day in various offices during SW to ob- 
serve the modern business world and the 
secretary-management team in action. 

Shiawassee Valley Chapter (Owosso, 
Mich.) has been living close to the uni- 
versities. Some members have been tak- 
ing evening classes at Michigan State 
University and others have been taking 
classes offered by the University of 
Michigan. Chapter programs have in- 
cluded the Hoover Report and a panel 
discussion on the proposed new city 
government for Owosso. Another good 
program was given by Dr. Helen Green, 
assistant professor of Business Education 
at Michigan State University, on com- 
mon office errors. 

Twenty-two wives were guests at the 
Amanuenses Chapter (Evanston, Ill.) 
biannual Bosses’ Wives night. GLVP 
Clare Jennings spoke on the CPS pro- 
gram. Daniel P. Ward, dean of the Col- 
lege of Law at DePaul University, Chi- 
cago, described “The Secretary As I See 
Her.” Mayor John R. Kimbard spoke at 
a recent meeting on “Our City, Evanston.” 

Genie Chapter (Lima, Ohio) in- 
stalled Findlay Star Chapter April 7. The 
initiation ceremony was performed by 
Ohio Division President Marjorie Cron. 
Officers were installed by Chapter Presi- 
dent Faye M. Howell. 

Charter member of Kewanee Chapter 
(Ill.) and first chapter VP Mrs. G. M. 
Bauer was appointed to the 1957 Com- 
mitee on Accounting Standardization 
and Techniques of the United States 
Savings and Loan League. The league, a 
nationwide trade organization of the 
savings and loan business, represents 
more than 4300 savings association and 
cooperative banks. The committee works 
with standardizing accounting, auditing, 
and record keeping practices. 

Marion Chapter (Ind.) installed El- 
wood Chapter (Ind.) April 25. Eleven 
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members were initiated by immediate 
past Division President Ruth Donald- 
son. Division President Eileen Chaney 
installed the officers. Past Division VP 
Mary Kammer presented the charter and 
banner. Former Association Secretary 
Phama Martin welcomed new chapter. 


ANNE FROHMAN 
7208 Field Ave. 
St. Louis 16, Missouri 


SOUTHWESTERN DISTRICT 


Whittier Chapter (Calif.) was in- 
stalled with thirteen charter members on 
April 24 by Stellar Chapter (Downey, 
Calif.) at the Shangri-la Restaurant. 
SW activities for Stellar Chapter in- 
cluded Career Day talks given by three 
chapter members at the Downey Senior 
High School. Mrs. Mercedes Thompson 
chose as the subject of her talk “What 
Is Your Goal?”; Mrs. Suzie Rockwell, 
“Getting Along With Your Boss”; and 
Mrs. Mickey Nicholas, “Personal Ap- 
pearance for Today's Secretary.” Mrs. 
Pat Gearhart, education chairman, pre- 
sented a scholarship award to Judith 
Stuffle. Mrs. Bernice Baker was SW 
chairman. 

Members of Golden Gate Chapter 
(San Francisco, Calif.) honored their 
bosses at the annual Executives Lunch- 
eon on Secretaries Day. George Ruge, 
well-known personality of Radio Station 
KJBS, was master of ceremonies. Mayor 
George Christopher proclaimed Wed- 
nesday, April 24, as Secretaries Day; and 
Governor Goodwin Knight proclaimed 
SW throughout the state. Members ap- 
peared on radio and TV, and newspapers 
cooperated wholeheartedly in saluting 
the “First Lady of Business.” The week 
ended with the chapter sponsoring the 
second Seminar for Today’s Secretary at 
the historic Fairmont Hotel on Saturday, 
April 27. 

The newly elected Governor of Kan- 
sas, George Docking, served as Honor- 
ary Chairman of SW for Kaw Chapter 
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(Topeka, Kans.). Jerry Cadwell, Kansas 
Division secretary and Division NSW 
chairman, attended the chapter's dinner 
on April 25. All secretaries in the city 
were invited to the Hawaiian friendship 
dinner during SW. Reverend Ernest 
Tonsing of the First Lutheran Church 
gave the invocation and, as Anita Hart- 
wich’s pastor, presented the chapter's 
award to her as the only NSA charter 
member. She has been an active member 
of the Association since its beginning in 
Topeka in 1942. Tropical palm trees 
swayed gracefully over the orchid laden 
tables, and a little picket fence and 
springtime flowers formed a backdrop 
for the fashion show which followed the 
dinner. Secretary of the Day and im- 
mediate past President, Mrs. Thelma 
Gilbert, and President Reta Decker, ap- 
peared on the Woman of the Day pro- 
gram on radio station WREN. Chapter 
Secretary of the Year and a past Presi- 
dent, Mrs. Carolene Sanders, and Secre- 
tary of the Week and SW Chairman, 
Patricia McCarthy, appeared on the 
Woman’s World program on WIBW- 
TV. 

Past, present and potential members 
of the Girardot Chapter (Cape Girar- 
deau, Mo.) were entertained at the 
chapter’s eleventh birthday party, cele- 
brated during SW. The program was 
presented by an “I've Got an NSA 
Secret” (with apologies to Mr. G. 
Moore) panel, moderator and guests. 
Candles on the pink and white birthday 
cake were blown out by the chapter's 
first President, Mrs. Inez Lail. 

St. Louis Chapter (Mo.) held its 
seventh annual Executives Night Dinner 
at the Missouri Athletic Club. St. Louis 
Circuit Attorney Mr. Thos. F. Eagleton 
was the guest speaker. A brief talk on 
the aims and purposes of the Associa- 
tion and the CPS examination was given 
by President Anne Frohman. The Secre- 
taries Day luncheon was attended by 
approximately 150 members and guests. 
Mrs. Gladys Meyer, prominent St. Louis 
business woman, was guest speaker. 
Mary Rush, chairman of the Scholarship 
Committee, presented the annual scholar- 
ship award to Grace Svazia, a senior at 
Xavier High School. 

Members of Los Alamos Chapter (N. 


Mex.) gave a tea for their employers’ 
wives to acquaint them with the aims 
and objectives of NSA. At their first 
Executives Night Dinner, the homespun 
philosophy of the guest speaker, Mr. 
D. D. Monroe of Clayton, New Mexico, 
was reminiscent of the humor and sin- 
cerity of the late Will Rogers. Mr. Ed- 
ward F. Hammel was selected Boss of 
the Year by virtue of the winning letter 
written by his secretary, Virginia Bren- 
nan. Second place honor was given to 
Mr. Wendell L. Miller of the Zia Com- 
pany via an essay written by his secre- 
tary, Clara Patterson. On Career Day 
member Barbara Foster, in an effort to 
stimulate interest in the secretarial pro- 
fession as a career for young women, 
spoke to a group of Los Alamos High 
School girls, stressing the need for high- 
er education and explaining the CPS 
program. 

Members of Bryan-College Station 
Chapter (Bryan, Tex.) entertained their 
bosses with a dinner on April 23 at The 
Oaks to observe SW. Each boss was 
introduced by Mrs. Clyde Bailey, chair- 
man of the week’s activities. Mrs. Lionel 
Olyer, president, gave a resume of the 
chapter's activities during the past year. 
The Reverend Roger Cilley, chaplain to 
Episcopal students and assistant rector 
of St. Thomas Chapel, was guest speak- 
er. He chose for the topic of his talk, 
“Better Living,” from the NSA motto, 
“Better Letters, Better Learning, Better 
Living.” 

Big D Chapter (Dallas, Tex.) marked 
Secretaries Day with a Gypsy party, 
complete with palmists, card readers and 
Gypsy music. Guest of honor was chap- 
ter Secretary of the Year, Jo Douglas, 
who was also Queen of the Gypsies. A 
Business Letter Clinic climaxed the 
week. Professor Ples C. Masten, asso- 
ciate professor of General Business at 
the University of Houston, spoke on 
“A Refresher in Business English.” Mrs. 
Virginia B. Long, chairman of the Busi- 
ness Education Department, SMU, and 
an honorary member of Big D Chapter, 
gave enlightening pointers on techniques 
for dictators and for secretaries. Mrs. 
Marie M. Stewart, head of the Business 
Department, Stonington High School, 
Stonington, Connecticut, a panelist at 
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Mrs. Eileen Kramer and Lorena Carr 
receiving Badger Chapter (La Crosse, 
Wis.) awards from Mrs. Marian Van 
Aelstyn for ten and eight years’ perfect 


chapter attendance. 


Mayor Richard J. Daley signing SW 
Proclamation for Mae Rapport, public 
relations director; Emily Jane Rauch, 
president; and Bernadine Vargo, SW 
chairman of Lake Shore Chapter {Chi- 
cago, Ill.). 





Mayor Eugene R. Lambert of Duluth, Minnesota, signs the 
proclamation of NSW in the presence of Minn-Arrow Chapter 
¢Duluth, Minn.) NSW Chairman, Madeline McLennan, and 


President Lenore Samberg. 





of the Oregon Division: Mrs. Margaret Hansen, secretary; 
Ethel Kempe, CPS, vice president; and Virginia Wirtanen, 
CPS, president. Treasurer Mrs, Marie Sandblast is not pictured. 





The Hon. Foster Furcolo, governor of 
Massachusetts, signs NSW proclamation. 
Looking on are members of Beacon Hill 
Chapter (Boston, Mass.): Ora Margo- 
sian, local NSW chairman, Betty Clark, 
Mrs. Gertrude Rosenthal, Mrs. Doris 
Kennett, and Kay Faulkner, chapter 
president. 
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The Hon. Robert F. Wagner, Mayor of New York, presents 
proclamation declaring NSW to presidents of five of the six 
chapters in the city. Shown are: Marion Schoepfer, president 
of Brooklyn Chapter (N. Y.), Mrs. Dorothy Boyd, president 
Queens County Chapter (N. Y.), Mayor Wagner, Maybelle 
D. Brown, president of New York City Chapter (N. Y.), and 
Mrs. Alice Pordon, local NSW chairman, Margery E. Atchi- 
son, president Gotham Chapter (New York, N. Y.), and Mrs. 
Lillian Finley, president Bronx County Chapter (N. Y.). 


NSA President Martha Rosamond congratulates new officers 
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Miami Chapter (Fla.) President Rosalie 
Padgett gets a “flight plan briefing” 
from Delta Air Lines Flight Engineer, 
Cliff Calloway, when 65 members were 
guests of the Airline for dinner aloft 
during National Secretaries Week. 





Guests and speakers at the Fourth Annual Secretarial Work- 
shop held by the Delaware Chapter (Wilmington, Del.). From 
left to right: Dorothea W. McLane, president; Mayor August 
F. Walz of Wilmington; United States Senator John J. Wil- 
liams of Delaware; Cassandra Waterman, administrative as- 
sistant, NSA; The Reverend James Keller of The Christophers; 
and Ethel Ambler, Northeastern vice president. 





Professor Glenna A. Dodson (standing 
center) of the University of Florida, Col- 
lege of Education, with members of the 
Gainesville Chapter (Fla.) during one 
of the meetings of the back-to-school 
movement. 





Santa Fe Chapter (N. Mex.) Governor Edwin A. Mechem of 
New Mexico signs proclamation proclaiming SW. Left to 
right: Governor Mechem, Gene Aston, Nona M. Price, Mary 
Rose Romero. 
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Kaw Chapter (Topeka, Kans.) President 
Reta Decker, and Secretary of the Week 
and SW Chairman Patricia McCarthy, 
receiving SW Proclamation for State of 
Kansas from Governor George Docking, 
who also served as Honorary Chairman 
of the Week. 
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St. Louis Chapter (Mo.) President Anne Frohman presents 
gift to Boss of the Year. Left to right, Thos. F. Eagleton, St. 
Louis circuit attorney and guest speaker; E. L. Ashworth, Boss 
of the Year; Anne Frohman; Lucille Ewers, program commit- 
tee chairman; and Jos. A. Shea, master of ceremonies. 
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the National Convention in Detroit, 
spoke on “Our Untapped Sales Poten- 
tial.” “The Secretary's Role as Corre- 
spondent” was ably presented by Mr. 
George L. MacGregor, president of the 
Texas Utilities Company. Business col- 
lege scholarships were awarded to two 
high school graduates. 

More than a hundred members and 
guests attended a membership picnic 
given by Houston Chapter ( Tex.) at the 
Houston Yacht Club. The chapter was 
represented by 21 members, including 
the new Division President, Ruth Wil- 
liams, CPS, at the Division Meeting in 
Tyler. A review of the basic fundamen- 
tals of the various sections of the CPS 
examination was held on April 12 and 
13 at the University of Houston. The 
chapter led the nation in the number of 
cases submitted for the Casebook. SW 
program included a tour of the Houston 
Post newspaper plant; a buffet supper at 
Hospitality House in honor of President 
Elizabeth Pierce; a tour of City Hall; 
a fashion show honoring members; a 
luncheon at the Houston Club; a yacht 
trip; a seminar at the University of 
Houston, with a luncheon honoring the 
chapter Secretary of the Year, Hazel 
Hansen, CPS. 


DOROTHY STEPAN 
Lincoln, Nebraska 
531 South 18th St. 


Apt. 309 


NORTHWESTERN DISTRICT 


NSW was ushered in by Minn-Arrow 
Chapter (Duluth, Minn.) attending the 
Duluth City Council meeting on April 
22, at which time the mayor of Duluth 
signed the SW Proclamation. Local 
TV stations featured NSA members in 
a style show, in a typing contest with 
their bosses acting as judges, and in an 
informative NSA skit. Climaxing the 
week’s activities were a luncheon and 
style show, “Wide, Wide World of 
Fashion,” with chapter members model- 
ing, and at which Secretary of the Year, 
Thelma Scharbillig, was honored. 

Denver Chapter (Colo.) program of 
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events for SW included presentation of 
the chapter's $150 scholarship to a sec- 
retarial student selected by the Latin- 
American Educational Foundation. Out- 
standing event of the week was 
recognition by the Denver Chamber of 
Commerce which devoted its regular 
weekly luncheon program and meeting 
to “The Secretary.” The chapter co- 
sponsored with Denver University a 
secretarial workshop on April 26 and 
27, attended by 350 persons. The Den- 
ver Secretary of the Year contest was 
staged Friday evening and the winner 
presented on radio. 

By arrangement of the Ottumwa 
Chapter (Iowa), all senior secretarial 
students in Ottumwa were privileged to 
spend National Secretaries Day with 
NSA members and other secretaries in 
their offices. After work, the students 
and other secretaries were guests of the 
chapter at a coffee-coke hour, at which 
the chapter's first scholarship of $50 was 
awarded. Members donated typing serv- 
ices for a TV Telethon for Cerebral 
Palsy. 

Secretary of the Week of Hawkeye 
Chapter (Des Moines, Iowa), Mary I. 
Fitzgerald, was very active during SW. 
She addressed a guidance group at Say- 
del School in Des Moines and the Des 
Moines Men’s Service Club, was inter- 
viewed on TV and radio, and appeared 
at a number of luncheons. Also appear- 
ing on TV were President Gertrude 
Hornberger, who spoke about the chap- 
ter and NSA; Irene Osgood, who demon- 
strated the use of an adding machine; 
and Hilda Robinson, who operated an 
electric typewriter. Three businessmen’s 
groups—the Ad Club, the Downtown 
Kiwanis Club, and the Greater Des 
Moines Chamber of Commerce—invited 
their secretaries and members of the 
chapter to their luncheons during the 
week. 

Heralding SW activities in the Oma- 
ha, Nebraska, area, Mayor John Rosen- 
blatt issued a proclamation designating 
SW. Activities of Ak-Sar-Ben Chapter 
(Omaha, Nebr.) included a radio inter- 
view on KFAB with President Sally 
Schwarz, and a luncheon for the Omaha 
NSA Chapters, Ak-Sar-Ben and Neboma, 
sponsored by the Good Fellowship Club 





of the Omaha Chamber of Commerce. 
On Secretaries Day, NWVP Lily Okura 
was interviewed on WOW-TV. The 
World-Herald carried a picture story of 
the week’s events. The final event was 
the chapter's fifteenth birthday party. 
Seven active past-presidents performed a 
skit, “The Atomic Secretary — Year 
2000.” 

A unique adventure of Cornhusker 
Chapter (Lincoln, Nebr.) during SW, 
was a visit to the state penitentiary at 
Lincoln. Fifty secretaries and guests were 
taken on a complete tour by Warden 
and Mrs. Joseph Bovey. The tour in- 
cluded the workshops, cafeteria, chapel, 
adjustment center, and finally the trusty 
dormitory where they enjoyed a cafeteria 
meal, prepared and served by trusties, 
and were entertained by the penitentiary 
band, the “Felonaires.” On National Sec- 
retaries Day, President Martha Rebens- 
dorf presented the weather forecast on 
KOLN-TV. Mrs. Kathleen Evans, edu- 
cation chairman, also appeared on 
KOLN-TV to award the chapter's 
scholarship to Patricia Burnett of Lin- 
coln High School. 

Another star appeared in the NSA 
Constellation. Gopher Chapter (Minne- 
apolis, Minn.) installed Rochester Chap- 
ter (Minn.) during SW on April 26. 

Laramee Chapter (Laramie, Wyo.) 
was fortunate in having as guest speaker 
at the April meeting, Mildred Logan, a 
cosmetologist in Laramie. She discussed 
secretarial grooming and the care of the 
skin and hair, and demonstrated, with 
volunteers, methods of hair cutting, pin- 
curling, and arranging, explaining types 
of faces and features and suitable hair 
styles for each. 

Members of Mt. Rushmore Chapter 
(Rapid City, S. Dak.) were fascinated 
as Miss Maye of the Dakota Hair Styling 
Salon demonstrated “Hair Styling and 
Grooming for the Business Girl” at the 
April meeting. 

St. Paul Chapter (Minn.) gave a 
helping hand to the Cerebral Palsy drive. 
Members assisted workers at the St. Paul 
Home Show for an entire week by dis- 
tributing pamphlets and signing up 
block solicitors. Members also stuffed 
envelopes six evenings at the Cerebral 
Palsy headquarters. The April meeting 
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featured Marguerite Davis of the Davis 
Travel Agency, who presented a motion 
picture narration of far-away places such 
as Rome, the Congo, Norway, Sweden, 
Finland, and Denmark. Member Joy F. 
Johnson, 1954-55 National Secretary of 
the Year, was guest speaker at The Sec- 
retary’s Day held at the State University 
of South Dakota, Vermillion. She spoke 
on “How ‘To Be or Not To Be’ A Super 
Secretary,” and “Secretary: Past, Present, 
Future.” 

Spring set the theme for a fashion 
show following an annual luncheon 
honoring bosses’ wives, sponsored by the 
Teton Chapter (Casper, Wyo.). 


SARA BELLE BROWN 
Huntingdon College 
Montgomery, Alabama 


SOUTHEASTERN DISTRICT 


Senate bill clerk Mr. J. Fred McClerk- 
in was chosen Boss of the Year by the 
Executive Chapter (Washington, D. C.) 
at a banquet at the Kennedy-Warren. 
Mr. McClerkin was the only boss present 
who had attended three boss nights. 

Chattanooga Chapter (Tenn.), host- 
ess to the Tennessee Division Meeting, 
brought a bit of Paris to those attending 
their annual dinner and fashion show. 
Loveman’s Inc., sponsor, featured high- 
lights of their models’ observations of 
fashion shows which they attended in 
Paris. 

Rosa Miller, SEVP, was the guest of 
the James F. Byrnes Chapter (Spartan- 
burg, S. C.) for their ninth Annual 
Executives Night banquet. Mr. Paul 
Parks, executive secretary, Counsel for 
Spartanburg County, was selected Boss 
of the Year. 

Malabouchia Chapter ( Jackson, Miss. ) 
was hostess to the Mississippi Division 
Meeting. The chapter was represented 
at the Centennial Celebration of the Na- 
tional Educational Association in Wash- 
ington, D. C. 

Lt. Ernest P. Jefferson of the Metro- 
politan Police Department Robbery 
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Squad, spoke to the Capital Chapter 
(Washington, D. C.) on the “Do's and 
Don'ts of Personal Safety.” Helen Knight 
was elected Secretary of the Month. 

Greenville Chapter (S. C.) members 
have been busy. At breakfast, they en- 
tertained bosses with a skit, “Applying 
for a Position,” elected a Boss of the 
Year and presented Mrs. Eunice McHaf- 
fie a scholarship for a complete secreta- 
rial course. They participated in Career 
Day with the Future Business Leaders in 
America at Greenville High School. 

Monumental Chapter ( Baltimore, 
Md.) had 700 attending their interest- 
ing and informative Third Annual 
Workshop! The chapter also conducted 
a 14-week Study Program for those pre- 
paring for the CPS examination. 

Birmingham Chapter (Ala.) cele- 
brated Secretaries Week with two major 
events. Dr. J. L. Brakefield, director of 
public relations, Liberty National Life 
Insurance Company, was guest speaker 
at their semi-annual scholarship award 
banquet. The boss-secretary luncheon, 
open to all Birmingham business and 
professional men and their secretaries, 
heard Congressman Albert Rains speak. 

Fairways Chapter (Augusta, Ga.) 
members took their bosses to breakfast 
on Monday during Secretaries Week. 
Mrs. Don Sparks was selected the chap- 
ter’s Secretary of the Year at the Secre- 
taries Day dinner. Patients at the Veter- 
ans Hospital were given a May Day 
Party on May 1. 

The Old Dominion Chapter members 
(Richmond, Va.) sponsored their first 
Secretarial Workshop and were delighted 
with the response from management and 
secretaries. They report a highly success- 
ful SW, featuring “The Arts of Living,” 
sponsored by Miller and Rhoads; a 
luncheon at which their scholarship was 
presented; Career Day talks given at 
local high schools; a spring dance; par- 
ticipation in the Convention of Future 
Business Leaders of America; plus TV 
and radio programs. 

Tri-Cities Chapter (Johnson City, 
Tenn.) celebrated SW by honoring the 
bosses and their wives at an Executives 
Night banquet. Members appeared on a 
TV panel and discussed NSA and the 
CPS Program. 


A warm welcome to Greeneville Chap- 
ter (Tenn.) which was installed on 
April 12 by the Tri-Cities Chapter. 

Members of Savannah Chapter (Ga.) 
attended the Easter Sunrise Service at 
St. John’s Episcopal Church. Their 
Easter breakfast, in honor of the SOTY 
Mrs. Julia C. Rogers, was also the ap- 
propriate time to initiate four new 
members into NSA. 

Oak Ridge Chapter (Tenn.) observed 
SW with a variety of activities. Typing 
and shorthand contests for commercial 
students were conducted; LaWanda 
Estes, president, presented the awards 
over radio station WOKE; the annual 
membership tea was successful: Margaret 
Albritton was named the Outstanding 
Member of the Year. To climax SW, 
many NSA members in Tennessee and 
a group of high school students were 
taken on a tour of inspection of un- 
classified facilities at the Oak Ridge 
National Laboratory. 

Miss Suzanne Miklas, a senior student 
at St. Joseph’s Academy, Wheeling, W. 
Va., was presented the $150 scholarship 
award by Mr. Robert Rownd, president 
of the Area Conference on Community 
Development, on behalf of the Wheeling 
Chapter (W. Va.). 

Congratulations to Mrs. Evelyn Floyd 
of the Miami Chapter (Fla.) who won 
an all-expense trip for two to the An- 
nual Convention in St. Louis via appear- 
ance on a local TV program! Among the 
exciting events held during SW were 
the Bosses’ Wives Luncheon, a Member- 
ship Tea, Institute Dinner, tour of 
Southern Bell Telephone Company, box 
lunch and fashion show at Burdine’s, 
swim and cocktail party, Delta Air Lines 
dinner in flight over South Florida, Ex- 
ecutives Night banquet and an all day 
Cabana Party sponsored by the Russell 
Kelly Office Service. 

Delaware Chapter (Wilmington, Del.) 
sponsored their Fourth Annual Work- 
shop at the Nemours Auditorium with 
Senator John J. Williams, The Reverend 
James Keller, founder of The Christo- 
phers, and Cassandra Waterman, admin- 
istrative assistant, NSA, as the morning 
session speakers. Dona Guimaraes, asso- 
ciate fashion editor, Charm Magazine, 
spoke at lunch on “How to Bring off 
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That Best Dressed Look.” The panel, 
“Management Views the Secretary,” con- 
cluded the program. The chapter hon- 
ored Miss Waterman at a breakfast on 
Sunday. 

In cooperation with the Gainesville 
Chapter (Fla.), the University of Flori- 
da conducted a non-credit, 14-week pro- 
gram entitled “Secretarial Practice in 
Business,” designed to help each one 
enrolled to diagnose her own needs for 
further study. The final session of the 
program was an examination to provide 
the means of self-appraisal and to give 
each the experience of a “timed” test. 


ALICIA COGAN 
161 Prospect Park West 
Brooklyn 15, L. I., New York 


NORTHEASTERN DISTRICT 


An installation tea for the newly- 
chartered Allentown Chapter ( Pa.) was 
held April 7 in the Omar Khayyam 
Room of the Lehigh Valley Club. Penn- 
sylvania Division President Doris Snel- 
linger of White Rose Chapter (York, 
Pa.) welcomed the 28 members to NSA. 

Following a tour of the local New 
York Telephone Company building, the 
Niagara Falls Chapter (N. Y.) held its 
April meeting at a dessert luncheon. 

Quaker City Chapter (Philadelphia, 
Pa.) and Philadelphia Chapter (Pa.) 
joined forces to present a successful 
workshop in early April at the Sylvania 
Hotel. Among the interesting topics dis- 
cussed were “What's New in Fairmount 
Park,” led by Fairmount Park Commis- 
sion Director William H. Noble, and 
“An Organized Closet,” fashion coordi- 
nation hints by Patricia Moore of Straw- 
bridge & Clothier. 

Providence Chapter (R. I.) looked to 
new bonnets and summer styles as Mrs. 
Mary Thornton Appleby, professor of 
music and dramatics at Bryant College, 
spoke on “Fashion Trends—Budgeting 
Your Fashion Dollar.” 

In cooperation with Geneva College, 
Beaver Valley Chapter (Rochester, Pa.) 
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“Opened More Doors” at a May work- 
shop. Sessions included discussions on 
group dynamics, leisure time activities, 
and sharpening skills by reading. 

The installation of 13 new members 
highlighted the April meeting of the 
Hackensack Chapter (N. J.). A do-it- 
yourself-with-fabrics color slide program 
was presented and a door prize of dress 
material was donated by Celanese Corpo- 
ration. 

Alberta Crouse, vice president of Ber- 
wick Chapter (Pa.) reports on a survey. 
She says the average Berwick secretary 
is 36 years old, 5 feet 4 inches tall, and 
132 pounds heavy. She retires at 11 and 
rises at 7, and has worked 11 years. She 
has 7 pairs of shoes and 17 pairs of 
earrings, and likes ice cream, steak, and 
spaghetti. 

Three mayors were dinner guests of 
North Shore Chapter (Lynn, Mass.) at 
the Hawthorne Hotel in Salem. Speak- 
ing on the secretary's contribution to the 
business world were the Honorables 
Francis X. Collins of Salem, Clarence 
Wilkinson of Beverly, and Thomas P. 
Costin, Jr. of Lynn. Each mayor signed 
an NSW proclamation. 

Members of Pagoda Chapter (Read- 
ing, Pa.) invited mothers and friends to 
attend a dinner in honor of Mother's 
Day. A Chinese auction provided un- 
usual entertainment. 

At a meeting of Merrimack Valley 
Chapter (Lowell, Mass.) at the Yankee 
Doodle in Lawrence, Helen Sullivan of 
Beacon Hill Chapter (Boston, Mass. ) 
introduced the guest speaker, Stanley 
Leadbitter of the Western Electric Com- 
pany at North Andover. Developing 
his theme of “Human Relations,” he ad- 
vised a coupling of concrete and abstract 
qualities for personal success. 

At an April workshop, held by Long 
Island Chapter (Nassau County, N. Y.) 
at Hofstra College, 122 secretaries prof- 
ited from sessions on the design and lay- 
out of offices, records systems, and 
“Humangineering.” 

Beacon Hill Chapter (Boston, Mass. ) 
was presented with a certificate of mem- 
bership in the Honorary Society of Great 
Hearts in recognition of weekly assist- 
ance for two years in secretarial and 
clerical work at Greater Boston Chapter 





Heart Fund headquarters. 

Harrisburg Chapter (Pa.) sponsored 
four nights of activities for the Central 
Branch Girls Club, an organization to 
aid underprivileged girls. Included in 
the program were arts and crafts work, 
instructive films, and a buzz session on 
secretarial careers. 

At the Boss Night of Lockport Chap- 
ter (N. Y.), featuring a circus theme, 
Dr. Marius Risley, humorist, of Niagara 
Falls Board of Education, spoke on the 
topic, “He Who Laughs—Lasts.” 

At the NSW seminar-workshop of 
Camden Chapter (N. J.), a session on 
Opportunities abroad pointed up the 
theme, “The World Around Us.” 

Philadelphia Chapter (Pa.) held a 
Secretaries Day dinner at Philadelphia 
International Airport in the glamorous 
setting of lights of planes coming and 
going to all parts of the world. The Air- 
port glee club entertained. 

As an NSW event, Long Island Chap- 
ter (Nassau County, N. Y.) and Queens 
County Chapter held a joint Boss Night 
dinner. Following an international theme, 
members portrayed foreign songs and 
dances. Mistress of Ceremonies was Jinx 
McCrary. 

During NSW, Uniontown Chapter 
(Pa.) honored executives with dinner at 
the Uniontown Country Club and feted 
the executives’ wives at a fashion show 
and tea at the White Swan Hotel. 

Queen Anne Chapter (Suffolk County, 
N. Y.) celebrated NSW with its first 
Boss Night. The Hon. Robert Moses, 
president of Long Island State Park 
Commission, was the speaker. 

Lockport Chapter (N. Y.) toured the 
research laboratories of Niagara Chem- 
ical Division at Middleport, then cli- 
maxed its NSW observance with a 
Sunday breakfast at the Park Hotel. 

After an NSW dinner, members of 
the Hackensack Chapter (N. J.) were 
guests of the management of the Fox 
Theater. 

Brooklyn Chapter (N. Y.) wound up 
NSW festivities with a charming fashion 
show and card party for the benefit of 
the chapter’s scholarship fund. 

Foreign consulate secretaries, in native 
costumes, were guests at an NSW tea of 
New York City Chapter (N. Y.). 
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Beaver Valley Chapter (Rochester, 
Pa.) observed NSW by awarding its an- 
nual college scholarship. 

During NSW, two members of Bronx 
County Chapter (N. Y.) spoke on NSA 
at luncheon meetings of the Lions Club 
and the Bronx Rotary Club. 

Norwalk Chapter (Conn.), at the in- 
vitation of its Boss of the Year A. L. 
Crable, attended an open house at the 
Norwalk operation of Remington Rand. 





MY RESPONSIBILITY AS A 
DELEGATE (continued from page 8) 


In like manner, an alternate delegate 
must be prepared to step in and take the 
delegate’s place whenever it becomes 
necessary, and obviously should have the 
same information regarding pending 
business, and business that may arise, as 
the delegate. In many organizations an 
alternate only attends the convention 
when the delegate is unable to attend; 
but this is not the case in NSA. 

This leads us to the fact that many 
organizations pay the expenses of their 
delegate, and/or alternate, and this in 
itself places a moral obligation upon 
these chosen ones. How fortunate a dele- 
gate is when her organization is finan- 
cially able to pay her expenses! Many do 
not. It is to be expected that an account- 


ing of money spent be made upon the 
delegate’s return home, this easily at- 
tached to her convention report. 

CONVENTION REPORT—a respon- 
sibility which every delegate and alter- 
nate should recognize and consider a 
privilege to give to her organization. In 
preparing this report, one should realize 
that too many details not only consume 
much time at a meeting, but are monoto- 
nous to many listeners. Therefore, the 
facts, the action taken, the adopted reso- 
lutions, a brief resume of the social 
events, and the choice of the next con- 
vention city will provide a practical out- 
line for writing a report. 

Attendance at all meetings of the con- 
vention is the business of the elected 
delegate. This means that the hours 
scheduled for business should not be 
used for shopping or sightseeing. To 
prevent this happening, a convention 
committee would do well to plan the 
program so that some free time may be 
allowed for such activities as shopping 
and sightseeing. When this is arranged, 
delegates will be happier and more re- 
laxed for the heavier responsibilities at- 
tendant upon them. 

Punctuality is most important. Dele- 
gates, as well as visitors, should not only 
be on time but ahead of time for the 
opening of each session. Nothing is 


more disconcerting for the presiding 
officer, and annoying to the other mem- 
bers, than for people to come straggling 
in after the business or program is under 
way. 

What is your responsibility? Are not 
the things enumerated here, in a large 
measure, the answer to your question? 
There are many more which might be 
pointed up which space does not permit 
mentioning here. If your service to your 
chapter in the capacity of a delegate or 
alternate is taken seriously you will find 
every act of participation in the conven- 
tion sessions a real pleasure. 

Take stock of that wardrobe. Add a 
new frock, a new hat and anything else 
that brings joy to your heart. These 
morale builders may have a direct bear- 
ing on your being a better representative 
of your chapter. Have fun, but above 
all, bring back a worthwhile report. 


* * * 


This is the last of the series of articles 
to be written by this author, and she 
feels that she has come to know each of 
you through the pages of The Secretary. 
She sincerely hopes that the material she 
has offered you has proved beneficial. 
It is with great anticipation that she 
looks forward to meeting you personally 
in St. Louis. 





WELCOME... NEW CHAPTERS 


WARSAW, INDIANA 
( Widgawa Chapter ) 
President 
Mrs. shoes Fuller 
R. #1 


Warsaw, Indiana 

Vice President 
Patricia A. Sisk 
R.R. #1 


Warsaw, Indiana 

Com Secretary 
Mrs. Doris L. Camden 

R. R. #3 

Warsaw, Indiana 
Recording Secretary 

Ruth Hubler 

1415 East Fe. Wayne Street 

Warsaw, Indiana 
Treasurer 

Mrs. Arleen Koors 

Country Club Road 

Warsaw, Indiana 


HOLLYWOOD, FLORIDA 
(Hollywood Chapter) 
President 
Rosalie Long 
1377 S. W. 3rd Avenue 
Dania, Fla 
Vice President 
Eleanor Roth 
Hollywood Beach Hotel 
Hollywood, Fla. 
Corresponding Secretary 
Margaret Smith 
725 South 20th Avenue 
Hollywood, Fla 
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Recording Secretary 
Mrs. Lorraine McNeilly 
1007 North 31st Road 
Hollywood, Fla. 
Treasurer 
June Straeten 
1315 Polk Street 
Hollywood, Fla. 


HUNTSVILLE, TEXAS 
( Huntsville Chapter) 
President 
D’Anne McAdams 
1305 21st Sereet 
Huntsville, Texas 
Vice President 
Mrs. Peggy Ferguson 
— Dept. of Public go 
1327 Avenue K, Box 911 
Huntsville, Texas 
Corresponding Secretary 
Mrs. Carrie Hoech 
1700 Avenue P 
Huntsville, Texas 
Treasurer 
Mrs. Eunice Evans 
1804 Avenue P 
Huntsville, Texas 


SARASOTA, FLORIDA 
( Sarasota Chapter) 
President 
Mrs. Elouise Cooper 
Box 245, Route 3 
Lockwood Ridge Road 
Sarasota, Fla. 


Vice President 
Mrs. Virginia Barnes 
2574 Belvior Blvd. 


ta, Fla. 
Corresponding Secretary 
ancy Kenworthy 
2469 Novus Street 
Sarasota, Fla. 
Recording Secre. 
Mrs. Amanda 
Ly ¥ Bank & Trust Company 
P. O. Box 1360 
Sarasota, Fla. 
Treasurer 
Joanne Hawley 
1677—4th Street 
Sarasota, Fla. 


NORFOLK, VIRGINIA 
(Norfolk Chapter) 

President 
Mrs. Mildred C. Dudley 
826 West Prencess Road 
Norfolk, Va. 

Vice Presi 
Mrs. Eugenia Shepherd 
613 Garren Avenue 
Norfolk, Va. 

C — “ge me hy RY eeraaers 


Barber 
223 Arli n on 
Portsmouth, Va. 
Recording Secretary 
Mrs. Barbara A. Severin 
210—81st Street 
Virginia Beach, Va 


Treasurer 


Everett 
Southern Bank of Norfolk 
116 West Bute Street 
Norfolk, Va. 

Asst. Treasurer 

Mrs. Jean Rose Atkins 
9 Lawrence Circle, Apt. U-8 
Portsmouth, Va. 


TORRANCE, CALIFORNIA 
(South Bay Chapter) 


President 
Mrs. Bernice C. Goodwin 
1020 Maple Avenue 
Torrance, Calif. 

First Vice President 
Cecilia M. Daniels 
3932 Newton Street 
Torrance, Calif. 

Second Vice President 
Mrs. Elizabeth J. Pedersen 


Redondo Beach, Calif. 
Corresponding Secretary 
Mrs. Isabelle C. Ingersoll 
808 El Redondo 
Redondo Beach, Calif. 
Recording Secretary 
Bader 


Hermosa Beach, Calif. 
Treasurer 

Mrs. Thelma Steiner 

1850 West 159th 

Gardena, Calif. 
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Yes, the IBM Electric can handle a crisis—it turns out... 


sales - clinching The IBM Electric gives you the distinctive typing you 
and your boss can be proud of — always uniform no 
‘ matter what touch you use. 

typing ...ata In every way the IBM saves you energy and time: 
it requires 95.4% less “finger-effort” than a manual . . . 
it offers the exclusive IBM “Speed-Level” keyboard . . . 
and, most important, the IBM is the world’s simplest 
electric in design and operation—the most dependable 
pace ! in performance! Suggest a call to IBM today! 
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—OUTSELL ALL OTHER ELECTRICS COMBINED! 








